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Paper - III: Secretarial Practice

Unit — 1: Introduction

1. Meaning and Importance of Secretarial Practice.
2. Company formation and incorporation.
3. Company and Association, memorandum and articles.

Unit — 2: Secretary

1. Definition, need and importance of Secretary.
2. Secretary, work, duties, rights and liabilities.
3. Memorandum of association and secretary.

Unit — 3: Secretarial Practice and Postal Services

1. Functions and Qualifications of Secretary.
2. Office Correspondence; Types of Correspondence.
3. Procedure for handling inward mail and outward mail.

Unit - 4: Company Management and Administration

1. Definition and importance of company management and administration.

2. Directors: Qualification and number, appointment, removal, powers, duties and
liabilities.

3. Prevention of oppression and mismanagement.

Unit - S: Finance
1. Share and debentures, application and allotment.
2. Dividend and interest.
3. Account and audit, taxes
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